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CEPS NEWS
d -cation & P acement Services
VOLUME 1, NUMBER 5

PRAIRIE VIEW A&M UNIVERSITY

Where To Go
FOR FURTHER INFORMATION WHEN
SELECT ING A CAREER?
1. Your School Counseling Office
Before you go very far in search of a job,
it is a good idea to come to an understanding of yourself by taking an inventory of
your abilities, your likes and dislikes, and
your major interests.
Your counseling office will have college
catalogs which will help you narrow the field
of colleges to which you might want to apply for admission.
Colleges, Universities and industries often send representatives to the school to
interview students. These representatives
are prepared to answer your questions, and
they are as anxious to meet you as you are
to know what they have to offer. Listen for
announcements or consult the Placement Office as to when these representatives will
be at your school. Meet them and try to determine whether or not what they offer is
for you.
2. Libraries: School and Public
The first place to go for basic information on any subject is a general encyclopedia.
Concerning your career, the encyclopedia
will tell you the history of the vocation as
well as a definition of the work. If it is
a fairly new set of encyclopedias, it will
bring the information up-to-date by describing modern ·trends. At the end of the article,
you will find the full name or initials of
the author. By consulting the list of contributors at the front of the set, you will
learn what authority the writer has to write
on the subject.
3. Scholarship and Loan Guides
You may wish to attend college but cannot
afford to do so. The card catalog will ref er
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you to many scholarship guides. These books
tell you about funds available to aid you in
getting a college education if you qualify.
Some of the grants are offered by industry,
some by institutions, some by organizations,
and still others by private individuals.
Investigate every possibility, for there is
much help available.
4. Newspapers~ Sources of Information
Newspapers are a good source for keeping
in touch with the world.
Newspapers also carry items of vocat+onal
interest. Among the back pages you will find
school advertisements, including colleges,
trade schools, night school offerings, and
correspondence courses. If you can go to
night school, and afford it, you can go and
take one course at a time, leading eventually to specific work or to a college degree,
5. State Employment Service
The local office of your state employment
service is listed in your telephone book
under state listings. This office can give
you information about the jobs available in
your area: Which jobs are plentiful, and
which are harder to get. It also provides a
counseling service which uses tests to help
you evaluate your abilities in relation to
various job offerings and then helps you
get started on the road to the right job
for you.
This office can also give you information
about opportunities away from your home town,
if you wish to work somewhere else.
6. Federal Agencies
These agencies are listed in your telephone directory under United States Government.
In larger towns and cities, you may also
find a Civil Service office which will supply you with detailed information about
examinations and openings. Your local post
office posts job openings on a bulletin
board, along with notices of examinations,

when and where offered.
If you have a definite choice of occupation in mind, read all you can about it. If
you have no choice, read widely about many
occupations and read biographies of people
who have achieved in some career whether or

not that career is for you. The more effort
you put into preparation for a career that
will make use of your talents the greater
your chance of success, happiness, and a
sense of well-being.

*****
SAMPLE LETTER
LETTER ACKNOWLEDGING OFFER OF EMPLOYMENT

Mr. George M. Smyth
Personnel Director
Texas Steel Corporation
619 Peachtree Street, N. E.
Prairie View, Texas 77445
Dear Mr. Smyth:
Thank you very much for your letter of March 1, 1976, offering me employment with Texas Steel Corporation as a result of my
recent interview.
I want to request your permission to withhold my response to
your offer until I have had time to take part in other campus interviews. As you know, a large number of Companies send Recruiting
Representatives to Prairie View A&M University each year. Since I
have only begun my interviews, I feel in all fairness to myself and
to your Company that I should take other interviews before making
such an important decision. I feel confident that you will agree with
this decision.
Therefore, I shall hold your offer and let you hear from me within a reasonable period of time after I have had a chance to participate on other interviews. Thank you again for the consideration which
you have given me.
Very truly yours,
Melvin D. Johnson
210 Fuller Hall
Prairie View A&M University
Prairie View, Texas 77445

SAMPLE LETTER
LETTER ASKING FOR EXTENSION OF TIME

Mr. George M. Smyth
Personnel Director
Georgia Steel Corporation
619 Peachtree Street, N. E.
Atlanta, Georgia 30308

(Be sure to use complete address)

Dear Mr. Smyth:
Thank you for your letter of March 1, 1976, in which you offered me a job with Georgia Steel Corporation.
Since I have several other Companies that I would like to talk
with before I make my decision, I would like to ask that you grant me
an extension of your offer until April 1, 1976, at which time I shall
write to you promptly and give you my final decision.
I would be very grateful for your consideration of this request
and would appreciate your writing me your confirmation.
Very truly yours,
Barbara Smith
119 Suarez
Prairie View A&M University
Prairie View, Texas 77445

Irk***
6etting Started on Your New Job
The way you start on your new job can make
the difference between success and failure
- happiness or misery in the company you
are joining.
If you follow the few basic suggestions
outlined below, you can avoid some of the
common errors that cause people to get off
on the wrong foot in the company, office,
or plant that they join.

Learning Your Job
To do your best on a new job, you should
learn as much as you can about it. Study
every aspect of the job. Ask your boss and
associates for suggestions as to articles
to he read, courses to be taken, company
materials which may be available that can

help you get started right.
Regardless of the teaching skill and patience of your trainer, chances are that you
won't "get" everything he says as he explains
the policies, procedures, and techniques
involved in your new job. Consequently, you
may start to worry - and wonder, "how can I
get started on this job if Idon'tknowwhat
to do?"
ASK! Don' t sit in embarrassed silence, ( "I
don't want them to think I'm stupid.") ASK!
So - when in doubt about a point your instructor is making, always . • • • •
ASK CLARIFYING QUESTIONS SUCH AS THESE:
* "Would you mind expanding on that point;
give more detail?"
*"Would
you repeat the
explanation,
you repeat the explanation,
* "Would
please?"
* "Could you give an example of what you

mean by that?"

* "Could you give a step-by-step demonstration of that method?"
If, after such questions, you are still
uneasy, say: "I'd like to give you, in my
own words, my understanding of what you said
Then you can tell me if I am on the right
track."

Jessie Mays has received an offer of employment with PPG Industries. Congratulations Jessie!
Paul Mavis has received an offer of employment with Shell Oil Company. Paul is an
Electrical Engineering Major. Congratulations Paul!

RESUME WRITING i INTERVIEWING

Recruiters' Priorities

TECHNIQUES SEMINARS

HOW DO STUDENTS RATE?
are presently being conducted:
According to the latest Endicott report,
recruiters evaluate students on the basis of
six criterias. The first is personal qualifications, such as maturity, initiative,
enthusiasm, poise, appearance and the ability to work with people. The second criterion is grades. Third in importance are
specialized courses relating to the particular field of work. This is especially
true in the areas of engineering, accounting, and business administration. Ranking
fourth is the kind and amount of part-time
or sunnner employment gained during college
years. Fifth is experience in campus activities, especially leadership and participation in extra-cirricular life. (This ranks
third for liberal arts graduates.) Ranking
sixth in importance is a general background
in liberal arts courses which provides a
broad and cultural background. 1976 Endicott Report.
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SPOTLIGHT
As always we are proud of our students
and would like to congratulate individually
those people who have been offered jobs.
Willie Waters has received an offer of employment from Shell Oil Company. Willie is a
Computer
Science Major. Congratulations
Willie!
Linda G. Lee is presently working with
the Employment Connnission as an Interviewer.
Congratulations Linda!
Harold Gasaway has been offered a job with
Bendix Corporation/Kansas City. Harold is
an Electrical Engineering Major. Congratulations Harold!
Brenda McKnight, a Civil Engineering Maj or
has been offered a position with Monsanto.
Congratulations Brenda!

WHEN: Tuesday Evening
WHERE: Memorial Student Center
Room 122
TIME: 5:00 p.m. - 6:00 p.m.
It would be a pleasure to meet you and help
you land the job you want.

Summer Employment
PPG Industries, Chemical Division, Corpus
Christi, Texas plant will have several summer openings for students who have completed
their junior year. If anyone is interested,
applications can be provided by:
Mr. Richard Bowen
PPG Industries, Chemical Division
P.O. Box 4026
Corpus Christi, Texas 78408
The following jobs are available for Summer .
Employment with PPG Industries:
Summer Engineer - Civil Engineering major
- For work in the structural design section
of the Plant Engineering Department.
Summer Chemist - Chemistry major - Work
assignment may be in either analytical or
experimental areas.

•••••••••••
There will be two summer faculty programs
held at the Langley Research Center as part
of the Old Dominion University - NASA Langley Research Center Summer Faculty Institutes.
For further information contact the
ment Office at 857-2123.

Place-

CEPC NEWS
The Career Education & Placement Center
VOLUME 3 NUMBER 1

PRAIRIE VIEW A&M UNIVERSITY PRAIRIE VIEW, TEXAS 77445

THE CAREER EDUCATION AND PLACEMENT CENTER IS ...
the place to go to for assistance in finding a
job and the correct way to go about doing it.
Start today! Pl an your career and watch it develop. Use all three services - Placement
(Educational and Technical), Cooperative Education and Career Education.
Find out: I/hat you want in life; why you ,-1ant
it; and how you plan to accomplish it.

MARCH, 1979

This Center also acts in a public relations
capacity in acquainting various groups with
the educational programs of the University.
THE INTERVIEH ..... .
When interviewinq for a oosition, it is imperative that one project the image of a
professional. One of the key factors in
this projection is to dress the part.

The Career Education and Placement Center has
been developed to service the total needs of
the Prairie View students with their personal
qualities, education, experience, and social
needs, in their search to identify the various
occupational career fields.

Recruiters have certain expectations in
terms of proper dress for interviewing.
When one presents oneself for an interview,
the first noticeable factor is what one is
wearing. Disnlay of poor taste and poor
judgement in appearance can ruin the interview before it begins.

The Center is located on the lower level of the
Memorial Student Center with the Offices of the
Director, Associate Directors and Clerical Per.sonnel being located in room 116. Housed in
this area is a mini-library containin~ oermanent company literatures and brochures.

Basic rules of hygiene should be followed.
All clothing should be clean, pressed, and
fit properly.

There is access to interviewing rooms allowing
the Center to accommodate 12-14 recruiters per
day.
The Career Education and Placement Center is
open daily Monday - Friday, 8:00 a.111. - 5:00
p. m.
The main purpose of the Cent~r is to make students knowledgeable through career information
of the various occupational fields one might
seek.
Jffective realization of these services require
that the Career Education and Placement Center
place primary emphasis on satisfying the needs
and gaining the confidence of its four prime
publics; students, alumni, parents, and employers.

The key word for successful interview dressing is conservative .....
Below are a few pointers:
WOMEN:
A dress or skirted suit in a basic color
(navy, black, brm-1n) is the idenl choice for
an interview. If you choose the suit, a
blouse in a contrasting but not loud color,
should be worn.
SHOES - a oumo in a conservative color
(navy, black~ b~own) which complements your
outfit should be worn.
HOSE - skin-toned and sheer. No patterned
or seamed stockings should be wo1~n.

